
 
 

Title: Bonds 
Processes :  

Sub-Processes :  
HRMS Training Documents 

 

State of Washington HRMS 

File name: BONDS.DOC 
Reference Number:  

Version: SME Approved Script 
Last Modified: 12/19/2008 10:38:00 AM 

SAP Parent 
Page 1 / 12 

 

Bonds PA30 
 

Change History 

Update the following table as necessary when this document is changed: 

Date Name Change Description 

10/06/06 Lesa Terry Update Script. 
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Purpose 

Use this procedure to create Bond purchases with single or rotating owners and co-
owner/beneficiaries. 

Trigger 

Perform this procedure when the employee notifies Human Resources of their desire to enroll 
in the Savings Bond Program. 

Prerequisites 

None 

Menu Path 

Human Resources  Personnel Management  Administration  HR Master Data  
Maintain     

Transaction Code 

PA30 

Helpful Hints 

The Payroll Processor will use this procedure to create a deduction for a single or multiple 
bond purchases with a single or rotating owner/beneficiary. 

 

The system may display three types of messages at various points in the process. The 
messages you see may differ from those shown on screen shots in this procedure. The types 
of messages and responses are shown below: 

Message Type Description 

Error 

 

Example:  Make an entry in all required fields. 

Action: Fix the problem(s) and then click  (Enter) to proceed. 

Warning 

 

Example:  Record valid from xx/xx/xxxx to 12/31/9999 delimited at end. 

Action: If an action is required, perform the action. Otherwise, click  

 (Enter) to proceed. 

Confirmation 

 or  

Example:   Save your entries. 

Action: Perform the required action to proceed. 
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Procedure 

1. Start the transaction using the menu path above or transaction code PA30. 

 

Maintain HR Master Data 

 

 

2. Complete the following fields: 

Field Name R/O/C Description 

Personnel no. R The employee’s unique identifying number. 

Example: 20000219 

 

3. Click  (Enter) to validate. 

4. Click the  tab. 
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Maintain HR Master Data 

 

 

5. Click the gray box to the left of   to select. 

6. Click  (Create) to create a new record. 
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Create Bond Purchases (0103) 

 

 

7. Complete the following fields: 

Field Name R/O/C Description 

Start R This is the date on which a record begins. 

 Verify the Start date of the deduction. 

Example: 10/06/2006 

To R It specifies the end date of a record. 

 When creating a deduction the To date should be 
12/31/9999. 

Example: 12/31/9999 

Bond series R These are types of savings bonds issued by the U.S. 
Treasury Department 

Example: I Bond 

Bond denomination R This is used to hold the value of the bonds at maturity. 

Example: 50 
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8. Click the  (Matchcode) in the Bond denomination field to open the selection list. 

Bond denomination (1)    8 Entries Found 

 

 

9. Click the desired denomination. 

10. Click  (Copy) to select. 
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Create Bond Purchases (0103) 

 

 

11. If the bond will have rotating owners or beneficiaries click the  

selection box.  For a single owner/beneficiary leave blank. 

12. Complete the following fields: 

Field Name R/O/C Description 

Bond deduction amt. R This is the amount to be deducted each time the bond wage 
type is processed in payroll. 

Example: 50 

Payment model R This is a pre-defined schedule for taking a deduction or 
making a payment. 

 Using the Payment model of WA04 will take 
the same deduction amount each payroll 
period. 

Example: WA04 
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 The State of Washington used WA01 and WA04 only. 

Create Bond Purchases (0103) 

 

 

13. Click  . 
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Create Bond Denominations (0104) 

 

 

 Information will default into the Bond owner information section.  You will need to verify 
this data. 

14. Complete the following fields: 

Field Name R/O/C Description 

Number of bonds R The number of bonds to be purchased. 

 More than one bond can be set up for 
purchase before going to the next bond owner 
in the rotation. 

Example: 1 
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Field Name R/O/C Description 

Address R Complete all of the required address fields for the bond 
owner. 

 If the employee changes their address and it is 
updated in HRMS using Addresses (0006) it will not 
be automatically updated here. 

 

 

15. In the Beneficiary Type section select either the Beneficiary or Co owner radio button. 

16. Complete the following fields: 

Field Name R/O/C Description 

Name C Enter the full name of the Beneficiary or Co owner. 

Example: Jane Test 

SSN/Tax-ID R Enter the Social Security Number for the Beneficiary or Co 
owner. 

Example: 555-23-6789 
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Create Bond Denominations (0104) 

 

17. Click  (Enter) to validate the information. 

18. Click  (Save) to save the record. 
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Create Bond Purchases (0103) 

 

 If the bond has rotating owners/beneficiaries, repeat steps 13 to 18. 

19. Click  (Save) to save the bond purchase after the last owner record is created. 

 It is critical to save this record or your data will be lost. 

20. You have completed this transaction. 

Result 

You have created a savings bond deduction for single or multiple bond purchases. 

Comments 

None. 


